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I. Purpose 

This policy is established in order to maintain a uniform definition of allowable and 
allocable costs acceptable to Maricopa County / Special Districts (hereinafter "the 
County").  It is recognized that there will be times when it is necessary for 
contractors to travel to the County in order to perform services under a contract.  
Use of this policy should insure the County does not become liable for unwarranted 
or excessive travel expense invoices from contractors. 

II. Policy 

1. All contract-related travel plans and arrangements shall be prior-approved by 
the County Contract Administrator.  

2. Lodging, per diem and incidental expenses incurred in performance of 
Maricopa County/Special District (County) contracts shall be reimbursed 
based on current U.S. General Services Administration (GSA) domestic per 
diem rates for Phoenix, Arizona. Contractors must access the following 
internet site to determine rates (no exceptions): www.gsa.gov. 

a. Additional incidental expenses (i.e., telephone, fax, internet and 
copying charges) shall not be reimbursed. They should be included in 
the contractor’s hourly rate as an overhead charge. 

b. The County will not (under any circumstances) reimburse for 
Contractor guest lodging, per diem or incidentals. 

3. Commercial air travel shall be reimbursed as follows: 

a. Coach airfare will be reimbursed by the County. Business class airfare 
may be allowed only when preapproved in writing by the County 
Contract Administrator as a result of the business need of the County 
when there is no lower fare available.  

b. The lowest direct flight airfare rate from the Contractors assigned duty 
post (pre-defined at the time of contract signing) will be reimbursed. 
Under no circumstances will the County reimburse for airfares related 
to transportation to or from an alternate site.  

c. The County will not (under any circumstance) reimburse for Contractor 
guest commercial air travel. 

4. Rental vehicles may only be used if such use would result in an overall 
reduction in the total cost of the trip, not for the personal convenience of the 
traveler. Multiple vehicles for the same set of travelers for the same travel 
period will not be permitted without prior written approval by the County 
Contract Administrator. 



a. Purchase of comprehensive and collision liability insurance shall be at 
the expense of the contractor. The County will not reimburse contractor 
if the contractor chooses to purchase this coverage. 

b. Rental vehicles are restricted to sub-compact, compact or mid-size 
sedans unless a larger vehicle is necessary for cost efficiency due to 
the number of travelers. (NOTE: contractors shall obtain pre-approval 
in writing from the County Contract Administrator prior to rental of a 
larger vehicle.) 

c. County will reimburse for parking expenses if free, public parking is not 
available within a reasonable distance of County business. All 
opportunities must be exhausted prior to securing parking that incurs 
costs for the County. Opportunities to be reviewed are the DASH; 
shuttles, etc. that can transport the contractor to and from County 
buildings with minimal costs. 

d. County will reimburse for the lowest rate airport parking only if it is less 
expensive than shuttle service to and from the airport. 

e. The County will not (under any circumstance) reimburse the Contractor 
for guest vehicle rental(s) or any other transportation costs. 

5. Contractor is responsible for all costs not directly related to the travel except 
those that have been pre-approved by the County Contract Administrator. 
These costs include (but not limited to) the following: in-room movies, valet 
service, valet parking, laundry service, costs associated with storing luggage 
at a hotel, fuel costs associated with non-County activities, tips that exceed 
the per diem allowance, health club fees, and entertainment costs. Claims for 
unauthorized travel expenses will not be honored.  

6. Travel and per diem expenses shall be capped at 15% of project price unless 
otherwise specified in individual contracts. 

7. Contractor shall provide, (upon request) with their invoice(s), copies of 
receipts supporting travel and per diem expenses, and if applicable with a 
copy of the written consent issued by the Contract Administrator. No travel 
and per diem expenses shall be paid by County without copies of the written 
consent as described in this policy and copies of all receipts. 


